POLICY

MEMORANDUM
MISSISSIPPI STATE PERSONNEL BOARD
APMUOS08
Policy Memorandum No. 5 - FY 2008

TO: Elected Officials, Agency Directors, and Personnel Officers

State Government Agencies
FROM: Don Thompson M-Tﬁhg:)'l-—-

State Personnel Director
DATE: Apnl 25; 2007
SUBJECT: ADMINISTRATIVE POLICIES AND PROCEDURES FOR THE

SPECIAL COMPENSATION PLAN FOR INFORMATION
TECHNOLOGY CLASSIFICATIONS FOR FISCAL YEAR 2008

STATEMENT OF PURPOSE

1t is the intent of the State Personnel Board to establish the Special Compensation Plan for the
purpose of ettracting, retaining, and developing competent information technology
professionals to support the information technology business needs of the State of Mississipp.
The Plan shall provide methods for employmient, promotion, and reassignment that are
responsive to organizational or program needs and that offer flexibility to appointing
authorities/governing bodies to negotiate, establish, and adjust salaries.

These provisions shall supersede all conflicting policies and procedures for the administration
of salaries published in the Mississippi State Personne] Beard Policy and Procedures Manual
and any sdditional or replacement manuals, effective close of business June 30, 20007, and shal
hecame an official attachment to the Mississippi State Personnel Board Policy and Procedures
Manual for Fiscal Year 2008,

The statutory increase or decrease of any salary under the salary setting authority of the State
Personnel Board shall comply with the policies below, except where the Lemslature may
otherwise provide,

COVERAGE OF THESE POLICIES

These policies shall govern the special compensation plan for classifications within the State of
Mississippi Information Technology Career Path Chart and shall supplement the Variable
Compensation Plan. This Plan is alse open to those state agencies not under the purview of the




C.

APMOS0R

Stite Personnel Board which voluntanly operate under limited provisions of the State
Personnel Board,

-

Designation Auwthority

The State Personnel Board shall have exclusive authonty to approve designated Special
Compensation Plan positions. The State Personne]l Bogrd will appoint, from a hst of
nminees submitted by the Thrector of Information Technology Services, an
Information Technology Professional Development Committee (ITPDC) 1o review
information technology related degrees in regard to meeting classification minimum
requirements and agency requests for reallocations and elass establishments. The
[TPDC will provide a recommendation for action 1o the State Personnel Board. This
committes shall act in an advisory capacity 1o the State Personnel Board and is
established pursuant to the statutory authority of the State Personnel Board, The
I'TPDC shall be established by precept and members are appointed in accordance with
the procedures in Attachment 1,

Rules for operation of the ITPDC will be published with the Secretary of State's Office
as Attachment | 1o thas memorandum.

Adding Classifications to the Special Compensation Plin

Classifications shall be added to the Special Compensation Plan only upoen prior
approval by the State Personnel Board with recommendation by the ITPDC.

Position Movement

Positions may be placed under the Information Technology Special Compensation Plan
through the normal reallocation process. Requests for budgeted and non-budgeted
reallocations and new poesitions shall be considered on a case-by-case basis by the Siate
Personnel Board with recommendation by the ITPDC. All requests for reallocation
must be justified and submitted by the requesting agency as outlined in the Mississippi
SPB Policy and Procedures Manual and Policy Memorandum No. 2 for approval by the

State Personnel Boeard or the State Personnel Dhrector,

bt



APMOS08

Educational Benchmarks

The State Personnel Director is authonized to certify requests to award Educational
Benchmark increases on a case by case basis. To be eligible for an Educstional
Benchmark salary increase, an employee must complete requirements which exceed the
level of mindmum gualifications for education or certification listed for the employee™s
present job class, which the emplovee possessed at the time of appointiment into his or
her present job class,

. Gencral Polhcies

(1

{4)

(3}

(6]

Request for Educational Benchmark awards are made at the discretion
of the agency head.

Educational benchmarks shall not be awarded for degrees, licenses,
certifications or registrations obtained pror to July 1, 1999,

During any one fiscal vear, an individual shall not receive more than
5% for educational degrees, 5% for the Certified Public Manager
Program. or 5% for licensure, certification, and/or registration.

It the employee being awarded an Educabional Benchmark 1s currently
at end salary of his or her classification, or should the benchmark
cause an employee's salary to exceed end salary, that portion of the
benchmark exceeding end salary shall be pard as & one-time lump sum
payment,

Any new hire flexibility, recruitment flexibility, or other discretionary
compensation awarded for or in anticipation of future educational
achievement, or certification shall not result in a subsequent awarded
an Educational Benchmark for the same achievement.

Educational Benchmarks shall not be awarded for degrees, heensure,
certification or registrations, which are required by law for
performance of job duties.

Emplayvees imcluded in the Information Technology Special Compensation Plan may be
eligible 1o receive Educational Benchmark increases [or the following achievements,

3
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Degrees

Increases up to five percent (5%) may be awarded (o emplovees obtaining any one
of the following deprees: Associate’s, Bachelor's (in no case shall the
cumulative award for the achievement of an Associate’s Degree and a Bachelor’s
Degree exceed five percent (5%}, Master's, Spectalist, and Doctoral.

Basic Supervisory Course and Certified Public Manager (CPM) Program

In addition to benchmarks for educational degree, employees may receive
an Educational Benchmark for the Basic Supervisory Course and certification
in the Certified Public Manager (CPM) program. The following scale
indicates the maximum that may be awarded for achievementis in these
programs;

1% increase-Basic Supervisory Course (B3C)
2% increase-Certificate in Supervisory Mansgement {CSM)
1% mcrease-Completion of Centified Public Manager (CPM) Program

Note: An emplovee who has completed the CSM and /or the CPM will not be
eligible for a 1% increase for subsequently completing the BSC.

Dresignation Policies

Each appointing authority shall comply with the State Personnel Board policies and
administrative procedures, which govern the designation of positions and emiployees
for inclusion in the Special Compensation Plan,

Annual Policy Memorandum

The State Personnel Board shall publish annually a Special Compensation Plan
Policy Memorandum, which addresses all policies and procedures to govern the
Special Compensation Plan for that vear.



Assignment of Salaries

The salaries assigned to positions in the Special Compensation Plan shall be fixed in
accordance with the provisions of the Special Compensation Plan and the Variahle
Compensation Plan, unless otherwise provided by law.

Salary increases for in-class movement under the Special Compensation Plan
component must be submitted on a case by case basis for approval by the State
Personnel Board.

Provisions for Awarding Information Technology Special Compensation Plan
Salary Increases

Salary increases for in-class movement under the Special Compensation Plan may be
awarded for achievement of educational objectives, the development of additional
crtical competencies, or evidence of increasing complexity of work goals, The
Special Compensation Plan is intended to reward emplovees who have attained
additional education and competencies, which directly add value to their ability to
perform the duties and tasks of their positions, which ultimately add value to the
agency. It is intended to be awarded individually to emplovees. similar to an
Educational Benchmark, and is not intended to reflect any increase in the  value of
the classification.

. Ceneral Pohicies

(1) Requests for special compensation awards are made at the discretion
of the agency head and sre based on a twenty four {24) month
measurement  period. The measurement period begins  upon
completion of the Competencies/Education Profile form by the
emplovee's supervisor, The measurement period ends upon award of
# special compensation salary increase. Another measurement penod
begins immediately after the award of a special compensation salary
increase.

Employees are eligible for their initial special compensation award
after a minimum of twelve {12) months evaluation in an IT Special
Compensation Plan position, provided that he/'she has rermained in the
same position and has not been promoted during the evaluation
peniod.
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APMOSOB

The measurement period will start over upon promotion of the
employvee or upon a lateral or downward transfer to a different agency
than the one in which the employee began the measurement period.
Any prior education or training accomplished at the prior agency may
be transferred to the new messurement period at the new apgency.
Certification of prnor hours must be received from the employvee's
former agency.

Emplovess who complete the regquirements for o special
compensation increase may be eligible for a salary increase of up 1o
six percent (6%) of their current salary at the time they complete the
requirements. A special compensafion increase may be awarded up to
twelve (12) months after the emplovee completes the requirements
for a special compensalion increase.

All special compensation awards must be accomplished from within
funds available.

To be eligible for a special compensation award, the employee must
have mainiained a 2.0 or above raling in each essennal duty/standard
staternent of the individual's Performance Appraisal Ratmf, review
during the time penod of the award.

A Competencies/Education Profile (CEP) form (Attachment 1)
signed by the employee's immediate supervisor and authorized by the
agency head must be kept on file by the agency lor each speaal
COmMpensation Increase.

b. Requirements for Eligibality

(1)

To he ehigible for a special compensation increase an employee must
complete ot least one hundred twenty (120) contact hours of
education/training. Sixty {(60) of the contact hours must be from the
listing of pre-approved categones for histher classification as
approved by the State Personnel Director and maintained by the
Information Technology Professional Development Commitiee
(ITPDC). The remaining sixty (60) hours may be as approved by the
agency head. However, employees who receive a  special
compensation award for the initial twelve (12) month period, as
discussed in paragraphs a{ 1 ) and a(2) above, must complete sixty (60)

]
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{3)

APMUOS08

contact hours of education/training. Thirty (30) of the contact hours
must be from the listing of pre-spproved categories For hisher
classification as opproved by the State Personnel Director and
maintained by the ITPDC, The remaining thirty { 30) hours may be as
approved by the sgency head.

In addition to the education/training hours, an employee must receive
a rating of Yes (Y) indicating added value accomplished by the
emplovee for at least three of the competencies identified for that
classification, indicating that the employee has fully met the
supervisor's  expectations  relative o those competencies.
Documentation supporting the added value must be maintained by

the agency.

The emplovee must have mamtained a meets expectiations, (2.0) or
above, in each essential duty/standard statement of the individuoal's
Performance Appraisal Review (PAR) rating during the measurement
period.

c. Approved Education/Training

(1)

(2)

A listing of qualified education/training categorics will be maintained
by the Information Technology Professional Development Commitiee
(ITPDC). Approved cotegories will be listed for each of the tfour (4)
job families (Menagement, Infrastructure, Operations and Support,
and Systems Delivery, see Attachment Mo, 3). Training hours from
conferences must be documented in detail, reviewed, and approved
by the agency head for consideration of training hours for special
compensation,

Copies of course certificates or other documents specifying
completion of education/training hours shail be maintained by the
agency and shall accompany the Compelencies/Education Profile:
(CEP) form. In the case of education/training which specifies a range
of hours required for completion, the minimum number of hours
specified will be used. In the case of conferences or genera] session
type meetings where individual documents of completion are nol
distributed to participants/attendees, the cmployes's immediate
supervisor must certify in letter format the number of hours claimed
by the employvee. The certification will be approved by the

7
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emplovee's first level reviewer or the agency head. On the job
tratning will not be counted as training for special compensation.

Education/training contact hours shall count only for the curment
measurement period. Hours achieved in excess of one hundred twenty
{120y will not be carried over to future periods, nor will they be given
additional weight or computation in the currenl measurement penod.
Once a special compensetion award 15 made, the employee then
begins the nexl measurement period with zero () contact hours.

d. Critical Competencies

(1

(2)

A complete histing of entical competencies has been identified

for each job classification. At the beginning of the measurement
period, the employee's supervisor will identify on the Crtical
Competencies/Education  Profile (CEP) form  those centical
competencies that are 1o be achieved by the employee, Al the end of
the measurement period, the supervisor will annotate the form with a
“¥" to indicate that the emplovee has successfully achieved the
expected improvement of the Individual competency, or, will
annotate with a “N” to indicate that the employee did not achieve the
expected level of improvement of that individual competency. An
indication of a Y or an N only indicates that the employee did or did
not achieve the planned increase in each individual competency. It
does not indicate an acceplable or unaceeptable level of competency,
but merely il the emplovee achieved the change outlined by the
supervisor at the beginning of the measurement penod.

During the measurement period, generally at a six month or one-year
interval, the ¢ritical competencies indicated by the supervisor st the
beginning of the measurement period should be reviewed and
discussed with the employee. If the focus of the employee's position
has changed since the beginning of the period, the supervisor may at
any time prior 1o the end of one full yvear of the measurement period
close out the previous competency/competencies and indicate a
different set of critical competencies ta be in effect for the remainder
of the measurement period. The ¢lose put snd resultant change of
competency selection must be accompanied by a narmrative describing
the reason for the change.

8
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No official feedback document i required for critical competencies.
Each supervisor should on a continuing basis review and discuss with
the employee, his or her progress, or lack thereof, in relation to each
entical competency to be attained during the measurement penod.
Courses, seminars, books, and other materials may be suggested by
the supervisor to assist the employes in accomplishment of the
COMPEIEncies,

g, Competencies/'Education Profile (CEP) Form

{1

(3)

A CEP form will be filled out by the employes’s PAR mting
supervisor al the beginning of the measurement period for each
employee eligitble to receive a special compensation award as
approved by the agency head. After the competencies and
education/training geals have been discussed with and agreed to by
the employee, the rating supervisor will submit the CEP form to the
employee's PAR first level reviewer for approval. Approved CEP
forms will be maintained by the employee's supervisor or in the
emplovee's PAR supplementzl employee folder.

Dunng the last fourteen days prior to the end of the first year of the
measurement period {or during the PAR review and feedback
sessions), the CEP form should be reviewed by the employee’s rating
supervisor, and the status of the employee's accomplishment of
competencies and completion should be discussed with the employee,
Any changes 1o the critical competencies to be accomplished must be
made by the end of the first vear of the measurement period and
iitialed by the emplovee and then approved by the emplovee's first
level reviewer and by the agency head.

A copy of the CEP form must be maintained in the emplovee's file
for all requests for a special compensation award, These forms are
subject o post award review by the ITPDC or by the State Personnel
Board.
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STATLUS

Inclusion in the Special Compensation Plan shall not be construed to exclude any position or
employee from state service where such position or emplovee is designated as slate service,
nor shall inclusion be construed to confer permanent status on emplovees designated as non-
state service, Refer to Miss Code Ann, Section 25-0-107 (e 1972).

CLASSIFICATION AND FAY FLAN

The State Personnel Board shall elassify all positions in the Special Compensation Plan by
assigning ¢ach position to its appropriate job classification according to the position
description and the organizational placement of the position.

A pay range shall be assigned by the State Personnel Board to each position in the Special
Compensation Plan on the basis of the prevailing wage in the relevam labor market and
criterig such as those set forth in the Mizsissippi State Personnel Board Policies and

Procedures Manual . The pay ranges assigned to Special Compensation Plan positions shall
be adjusted to muintain competitive market levels.

RECRUITMENT AND APPOINTMENT

l Hiring of new employvees into information technology positions shall be exempted
from the Certificate of Eligibles process established by the State Personnel Board,
provided that the applicant meets the minimum gualifications of the classification of
the position into which he or she is being appeinted.

8 Vacant mformation technology positions must be reallocated to the appropriate
classification within the Special Compensation Plan prior to an initial appointment
being made,

SALARY RESTRICTIONS

1. No new appointee to a Special Compensation Plan position shall be awarded a salary
in excess of end salary.

]

Current statutory salary restrictions remain in effect,

3. Salary increases under these policies shall be calculated 50 as not 1o result in personal
services funding shortfalls, employee reductions-in-force, or the unsopported
reallocation of vacan! positions.

10
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4. All salary increases must be sccomplished from within funds available,

ROLE DESCRIPTION QUESTIONNAIRE (RDQ)

a. Genersl Policies

For all instances where the Job Content Questionnaire is cited in this
memorandum, The State Personnel Board Folicy and Procedures Manual,
other policy memorandum or statements, for Information Technology
classifications quaiified under the IT Special Compensation Plan a Role
Descnption Questionnaire (RDQ)) shall be used in place of the Job Content
Questionnaire. Copies of the RDO and related guidelines may be obtained
from the Siate Personnel Board.

Requests for all personnel actions for positions allocated to classifications
under the IT Special Compensation Plan shall be accompanied by a
completed and sipned RDCQ). Submission of the reguest in SPAHRS indicates
ageney endorsement.

11
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Attachment No. 1 to Policy Memorandum No. 5- FY 2008
Information Technology Professional Development Committee

The Information Technology Professional Development Committee (ITPDC) is chanered by
the State Personnel Board (SPB) as an advisory group for the feld of information
technology.

The purpose of the ITPDC is 10 make recommendations to the State Personnel Board on
specific requested personnel actions within the field of information technology, s detailed
below,

Composition of the [TPDC:
A. The Committee will consist of ten { 10) members.

B. In order to have a quorum for & meeting of the Committee, at least five (5) members
must be present.

G The State Personnel Director, or an SPB stafil member designated by the State
Personnel Director, will be a permanent member of the ITPDC.

0. The ITS Execative Director, or an ITS staff member designated by the ITS Executive
Phrector, will be a permanent member of the ITPDC,

E: The Charrmanship of the Committes will rotate on 4 fiscal vear basis between the
State Personnel Director or histher designee and the [TS Executive Director or
his'her designee. The State Personnel Director will serve as chair for the remuainder
of Fiscal Year 1998 and i odd-numbered fiscal years thereafier. The ITS Executive
Director will serve us chair in even-numbered fiscal vears after Fiscal Year 1999,

F. The other gight (8) Committee members will be appointed by the Stste Personnel
Board from a list of nominees submitied by the ITS Executive Director, as follows:

F Two (2) oddinonal stalt members from 1T
2, Three (3) Information Services Directors from state agencies with large
information technology staffs (i.e, ten or more full-time positions for jobs in

the intormation technology career model ).

1 Three {3) additional information technology professionals from other siate
agencies



v,

VI

Length of term:;

A,

B.

Members arc appointed for staggered six (6) yvear tenmns.

It an individual on the committee leaves state employvment, chanpes agencies, ar
moves to a non-information technology job within the agency. a new member will be
appointed 1o 1ill the remainder of that individual's unexpired term.

Scope of the Committee's Review and Recommendatons:

A.

Review and make recommendations for requests related to the tevel of information
technology positions required within a state agency to effectively perform it
technology functions. such as reallocations and requested new positions.

Review and make recommendations concerning the appropriateness of educational
requirements associaled with the intormation technology job classifications.

Meeting Schedule:

A

The Committee’s regular meeting will be held on the second Tuesdays of each
calendar month.

I there are no pending requests for the Committee’s consideration, the Committeg
will not meet.

Requests 1o be considered by the Committee should be submitted 1o the State
Personnet Board two weeks pnor to the Commitiee meeting,

An ad hoc meeting of the Committee can be called at any time at the request of the
Chairperson of the Commatiee,

13



Attachment No. 2 te Policy Memorandum No. 5 - Fiscal Year 2008

Competencies/Education Profile Forms



Competencies/Education Profile Form  Information Technology Special Compensation Plan
Management Roles: Paged]

Employee Wame: Date:

Classification Title: PIN :

Apency:

Rating Supervisor: PIN:

1" Level Reviewer: PN

Competencies/Behavior Indicators Indicate for each checked competency:
Plenge eheck o to be mivared: (Y1 ¥e: (%) Mo Volue Added

4

Adaptability:

- Coaching and Developing Others:

Decisive Insight:

Holding People Accountable;

Impact ard [nfluence:

Information Gathering:

Yision Commumication:

[]

Leadership:

Measurement period for compétencies 1o be accomplished: to:
Signatures (it the beginning of the measurement period ):

Employee Date Rating Supervisor Date

1" Level Reviewer Date



Competencies'Education Profile Form

Information Technology Special Compensation Plan

N anagement Rales: hgp#l

Eduvcation/Training Contact Hours

CrorxesCinpforence Title

Indicate number of contact hours for cach

cduurmn-ftrllning item listed:

o

TOTAL HOURS: [_

SUMMARY for Submission

For the measurement period from:

L0

this employce received a

rating of Yes for value added on competencies and completed _contact hours of

education/training and therefore 1s eligible to receivie an Increased Value Compensation as

allowed by this agency for Fiscal Year

Stgnatures (at the end of the messurement penod):

Employee

Rating Supervisor rate

1" Level Reviewer



Competencies/ Education Profile Form
Infrastructure Roles: Pagesi

Infirmanon Technolopy Special Compensation Plan

Employee Name: Date:
Classification Tile: _ PN
Agency:

Rating Supervisor: PIN;
1™ Level Reviewer: PIN:

Competencies/Behavior Indicators
Ploave checd fhase fo be oo

Indicate for each checked eompetency:
) Yex (W) Mo Value Added

. Analytical Thinking/Attention 1o Detail: __]
Cl Business Perspective:

- Communication;

O Customer Advocate:

u Facilitating Effective Relationships:

0 Willingness to Learn:

O Fostering Innovation/Leading Change:

n Project Performance:

Miasurement period for competencies to be accomplished: fo

Signatures (at the beginming of the measurement penod):

Emplovee Date

mrmm e .

Rating Supervisor Date

1% Level Reviewer Date



Competencies/Education Profile Form Information Technology Special Compensation Plan
Infrastrocture Roles: Page#2

Education/Traming Contact Hours Indicate pomber of contact hours for cach
Coyrve' Canfereince Title education/iraining item listed,

ey

[ o

TOTAL HOURS:

SUMMARY for Submission

For the messarement period from: o: this employee received @

rating of Yes for value added an competencies and completed contact hours of
education/traming and therefore is eligible to receive an Increased Value Compensation as
allowed by this agency for Fiscal Year

Signatures (at the end of the measurement period):

1-"_.-n1p.i.ﬂ_'|.ﬂ:c Date Rauting Supervisor Date

1" Level Reviewer Date



Competencies/Education Profile Form  Infonmution Technology Special Compensation Plan
Orperations and Support Roles: Pasc#l

Emplovee Mame: Date:

Classifieation Title: PIM

Agrency:

Rating Supervisor; PIN:

1* Level Reviewer: PIN:

Competencies/Behavior Indicators Indicate for each checked competency:
Plogye cheek thase i be measurod, (Y} ¥Yes (N No Value Added

0

Analytical Thinking/Attention to Detail:

O]

Business Perspective:

Communlcation:

Customer Advocate:

Facilitating Effective Relationships:

Willingness to Leam;

Fostenng Innovation:

3

Personal Accountability:

Measurement peried for competencies to be accomplished: to:

Signatures (af the begmning of the measurement period):

Employee Date Rating Supervisor Date

1" Level Revicwer Date



'l.’_'umpﬁ:lcm:it::;."Edm:ELtiun Prohle Formm  Information Fechoolepy Specal Compensation Plan
Operations and Support Roles: Pages2

Education/Training Contact Hours Indicate number of contuet hours for each
Conrse/Conference Tie education'training item listed:

by

TOTAL HOURS:

SUMMARY for Submission

For the measurement peried from:; to: this employee received a

rating of Yes for value added an compelencies and completed contact hours of
education/trmnimg and therefore is eligible 1o recerve an Increased Value Compensation as

allowed by this agency for Fiscal Year

Signatures (at the end of the measurement period):

Eﬂplﬂ:.-'u: Date  Ratin B SUpeTVISor Date

1" Level Reviewer Date



Competencies/ Education Profile Form  Information Technology Special Compensnion Plan
Svstem Delivery Roles: Page#1

Employee Name; Date:

Classification Title: PN

Ay

Rating Supervisor: PIMN:

1" Level Reviewer: PIM:

Competencies/Behavior Indicators Indicate for each checked competency:
Pligene cleeed Hoxe o e measaer Y Yes (W) MNo Value Added

O

Analytical Thinking/Attention 1o Detail:

0 Business Perspectives

Commumication;

Custonter Advocate:

Facilitating Effective Relationships:

Willingness to Learn:

Personal Accountability:

L1

Project Performance:

Measurement period for competencies to be accomplished: L

Signatures (at the beginning of the measurement period):

———

Employee Date Rating Supervisor Date

1" Level Reviewer Date




Competencies/Education Profile Form  Information Technology Special Campensation Plan
Svstem Delivery Roles: Pager2

Education/Training Contact Hours Indicate number of contuct hours for ench
Conrse Caifevence Tinle education/training item listed:

Ed
nt

I_I_ll

TOTAL HOURS: ——

SUMMARY for Submission

For the measurement period from: ta; this emplovee received a

rating of Yes for value adided on competencies and completed contact hours of
education/training and therefore is eligible to receive an Increased Value Compensation as
allowed by this agency for Fiscal Year

Signatures {af the end of the measurement period):

Employee Date Rating EH]I!'LTVEU]: Dt

1% Level Reviewer Date



Attachment Mo, 3 to Policy Memorandum Mo, 5 - Fiscal Year 2008

Approved EdvcationTraining Calegorics

Information Technelogy Job Families

Management: Operations and Support:
. 2591 Information Systems Lirector | . 238% Systemms Administrator |
b 2592 Information Systems Director 1 - 2392 Bystems Admimisiraior 11
" 2383 Senor Systems Administator
® 25094 Chief Systems Information OfMicer 2188 Lead Systems Adminisirator
2349 Systems Manager | . 2421 Systems Operator |
# 2350 Systems Manuger [1 . 2422 Systems Operator I1
. 2351 Systems Manager (11 . 2423 Senior Systems Operator
= 2424 Lead Systems Uperator
s 2172 Operations Manager |
" 2373 Operations Manaper 11 . 2418 Communications Anabyss |
. 2419 Communications Analyst 11
Infrastructure: . 2420 Semior Communications Analyst
» 2398 Communications Administrator
- 2414 WAN Admunistrator |
. 2416 WAN Administrator 11 . 2425 Communications Technician |
2417 Lead WAN Administeator . 2426 Communications Technician 11
. 2427 Lead Commumieitions Technician
. 2399 Mewwaork Specialist 1
. 2300 Metwork Specials 11 Systems Delivery:
. 2401 Senior Network Specialist
. 2352 Lead Network Specialist . 2355 Associate Prosrsmmer Analyst
. 2333 Lead Network Specsalist - I'TS . 2306 Programmer Analysi |
. 2397 Programmer Analyst 1]
" 2402 Bystems Specialist | ] 2394 Bemor Programmer Analyst
* 2401 Systems Specialist 1] . 2395 Lead Programumer Anplys
* 2408 Senior Systems Spectalist
. 2370 Lead Sysicms Specialist . 2356 Associate Business Systems Analyst
. 2357 Husmess Svstems Analyst |
. 2408 Dabase Analyst | . 2365 Business Systenis Analvst 11
. 2410 Database Analyst 11 . 2167 Senior Business Systems Analyst
. 2376 Database Administeator . 2360 Lead Business Svstems Analyst
. 2180 Dalabase Admimasirator - 115 2 2430 Manmaping Consultant
. 2381 Imformation Technology Planner
L 2382 Senior Information Teclmology Planner
. 2354 Technolopy Planning Conrdinator



NON-TECHNICAL FOR ALL FIELDS OF WORK

Time Management
Effective Communication
Myers Bnggs

Team Building
Customer Service

Stress Management
Conflict Resolution
Technical Writing

Help Desk Etiguette
Interpersonal Skills
Word Processing Skills
Working with Difficult People
Basic Supervisory Skills

SCHEDULE ONE



SCHEDULE TWO
SUPPLEMENTAL TRAINING FOR ALL FIELDS OF WORK

Groups A-D Groups E-F Groups G-1
Spreadshects CEM 1-3 CPM 4-6

Intro to Lans Intranet Risk Management
Internet - Using Effectively Presentation Skills Ccp

Intro to Telecommumications | Train the Trainer Business Continuity

ICCP ccp




SCHEDULE THREE

INFRASTRUCTURE FAMILY TRAINING

Ceroups A -1

Groups E-F

Groups G -1

WAN Administration

CNE (Network Specialist)

Advanced Intermetwork
Troubleshooting

Wan Management and Internetwork Advanced Routers
Configuration Design [roubleshooting
Basic BPR Advanced UNIX WAN Design

Feasibility Studies (Planning
Only)

Advanced Routers

WAN Modeling and
Capacity Planning

Budget Prep (Planning Only)

Advenced BPR

Addvanced CISCO
Cerification

Intro to Routers

Stratems Planning

WAN Managementand
Configuration Desipn

Intro 10 Cisco Router
Configuration

ADABAS Performance and
Funing

Advanced UNIX

Mainframe Fundamentals

B2 Performence and
Tuning

IT Audit

DBA Utilitics

P Addressing

Advanced DB2 Database
Admimistration

Database Programiming

Internetworking Muli-
Protocol Envircnments

ADABAS Database Internals

Procurement Overview

WAN Security

DR2 Intemals

IT Long Range Planming

ADABAS Datshase Desipn

Architecture Analysis - Data
Warchouse Techniques

DB2 Database Design

Data Modeling Fundamentals
and Technigues

ADABAS Database
Administration

Meta-Muode! Fundamoentals
and Concepts

Admimistraton

Any O8/390 Related
Training




SCHEDULE THREE

INFRASTRUCTURE FAMILY TRAINING

CONTINUED,,..

lﬂrmpsﬂuﬂ Groups E-F -Gr-:rupa.ﬂ—[
IcL Project Management Specific Database Training
(i.e. ORACLE, SYBASE)
50 Systems Analysis and Design
REXX and/or CLISTS Object Onented Analysis and
Design
ADABAS Fundamentals Ohject Oriented Programmang i
ADABAS Physical File Development Methodology
Design
CONSTRUCT . Defining and Organizing Data
Resources
- Suppaorting and Data Dictionary Concepls and

Troubleshooting Windows
Imtro to UNEX

Fundamentals

Duta Elements, Keys and
Altnbutes

Any 05 Mainframe Related
Training

Advanced Cisco Router
Confipuration

Specific Batabase Training
(ie. ORACLE, SYBASE)

Firewalls and Internet Security

NATURAL

Any OS8/390 Related Traming

Mid-level CISCOD |
Certification

Specific Database Training

{1.e. ORACLE, SYBASE)




SCHEDULE FOUR

OPERATIONS AND SUPPORT FAMILY TRAINING

Groups A-D

Groups E-F

Groups G- 1

Intro to AutoCAD - C50L

Intro to LAN Management

ChE Cemified Network
Engineer

OR300 Operations

Basic LAN Admimstration

Project Management

Joh Scheduling

RACF Administration

Advanced LAN
Admimstration

JICL Basic LAN Seccurity Advanced LAN Security
T30 Intro to Routers Intro to LAN Design
TCRIP CMA Cenified Network Quality Assurunce

Administrator

Report Distribution

Intro to Fiber Optics

Computer Operations and
Management

Intro 10 Telectmmunications

Procurement Overview

Swvslems Analysis

Intro to Yoicemail

Vince Ml System
Admimstration

Print Management

LOTUS Notes Adm, |

PBX System Adminstration

Job Monitoring Tools

O5/390 Related Traiming

Case Tools

Off-Site Facility
Management

Drata Center Operations
Relevant Training

DBaa Communication

Tape Management

LOTUS Notes Adm, 2

Production Control and Data
Mansgement




SCHEDULE FIVE

SYSTEMS DELIVERY FAMILY TRAINING

Groups A-D

Groups E-F

Groups G-1

Windows Supporting and
Trouble Shooting

Project Management

Advance BPFR

Systems Analysis and Design

Basic Cost Benefit Analysis

Advanced Project

Management
Data Maodeling BPR IT Audit
Software Testing LAN Design Production Control and Data

Manaspoment

COBOL Management Approved Quality Assurance
Programming Languages
NATURAL ICL Computer Operations and

Manapemert

S0QL for ADADRAS

Command Level CICS

Systems Analysis

SQL for DB2 TSOSPF Prnnt Management
SAS Intro. w Quality Assurance Job Monitoring Tools
ICL Relatonal Databases Off-Site Facility Management

Command Level CICS

Advanced ADABAS Classes

Tape Management

TSOVISPF

Advancod DB2 Classes

Lotus Notes Development

Power Buailder

[Drata Dictionaries

Imageing

YWisoal FoxPro

Advanced Construct

Workflow Management

SQL

Visual FoxPro

Document Management

Intro 0 ADABAS

Client Server Product Classes
(Oracle, Sybase, Visual Basic)

EDVEFT

Intro o DR2

IT Long Range Planning

E. Commerce Training

Data Dictionary Concepts

Advanced lntermetl/ Intranet
Classes




SCHEDULE FIVE

SYSTEMS DELIVERY FAMILY TRAINING

CONTINUED....
Groups A-D Groups E-F Groups G-1
Object Oriented Analysis and | Object Oniented Analysis and | Managing Project Risk
Design Desipgn

Project Management Basics

Project Management Intense
Projects

Project Estimating

Business Analysis &
Reguirements Gathering

Business Analysis &
Requirements Gathening

Software Testing Tools and
Techmigues

Software Testing Tools and
Techniques

Project Estimating

Project Estimating

Inteo to Microsofl Office Suite
(Word, Excel)

Advanced Microsoft OfTice
Suite (Word, Excel)

Intros B Addobe Acrobat Advanced Adobe Acrobat
Intro to Microsoft PowerPoint | Advanced Microsodt
PowerPoint

Intro to Micresoft Project

Advanced Microsofi Project

Intro to Web Authonng
{HTML}

Advanced Web Authoring
(HTML}

Intro to Cascading Styvle
Sheets

Advanced Cascading Styvle
Sheets

Crystal Reports

Advanced Crystal Reports

Basic Javasorpt

Advanced JavaScripl

Designing and Developing
Web Sites

Designimy and Developing
Web Sites

Web Application Intense Web Application
Development Development
Developing Secure Web Developing Secure Web
Applicanons Applications

Graphic Design

Ciraphic Design

Intro (o JAVA

Advanced JAVA
Programiming

Intro 1o Microsoft
ASPNET

Advanced/Intense
Microsofif VB NET




SYSTEMS DELIVERY FAMILY TRAINING

SCHEDULE FIVE

CONTINUED......
Classes
Code Generators JAD/RAD
(CONSTRLICT)
Oracle Lotus Notes Development
Sybasc Imaging Training

Home Page Design

WorkNow Management

[ntre to HTML Document Management
Infro to JAVA EDIEFT
LAN Concepis E.Commerce Training

Lotus Motes Development

Trmaging Tratmimg

Workflow Manageinent

Document Management

EDIVEFT

E.Commerce Traming




SCHEDLULE SIX

MANAGEMENT FAMILY TRAINING

Croups A-D

Groups E - F

Groups G- 1

ITS Procurement
ODverview

Cost Benehit Analysis

Contlict Reselution

Effective Commumication

Information Systems
Planning Overview

Stress Managemenl

Time Management

Advanced Project
Management

Time Management

Structured Analysis and
Design

Supporting MS Windows NT
Server Enlerprise

CPM Continuing Education
Courses

A, MS Windows

Supporting MS Windows
Core Technologies

Any techmcal training relevant 1o the manager's area of responsibility.




SCHEDULE SEVEN

APPROVED CONFERENCES AND USER GROLPS

Groups A -D Groups E- F Groups G- 1
CA World SHARE - IBM User's
Conference
NASTD NASTLY
Information Builders User's NASCIC

Group

DEVCON - FoxPro
Developer's Conference

13LG - DB2 User's Group

GIGA Conference

COMDEX - Technology
Bhowcase

CISCO Netwaorkers
Conference

DEVCOXN - FoxPro
Developer's Conference

ICA Conference

CaA World

Gariner Conference

1o A Conference

EXPLORE

CISCO Networkers
Conference

AMDAHL User's Group

ICA Conterence

Hitachs User's Group

EXPLORE

AlM

AMDAHL User's Group

Lotusphere

Hitachi User's Group

AllM

Lotusphere




Should you have any questions concering the policies set forth in this memorandum,
please contact the Office of Classification und Compensation ot 359-2769,

Recommendation:

Approval of Policy Memorandum No. 5 for Fiscal Year 2008, effective July 1, 2007,
Further, if there are no public comments or substantive changes, twenty-five (25) davs
after filing with the Secretary of State pursuant to the Administrative Proced ures Law, the
proposed policy may be re-filed as a final action for adoption.



